DCMC Metrics Users Guide Version 5.0

6 New, Open and Delete Functions

6.1 Introduction to the New, Open and Delete Functions

Whenever you open a Metrics function, the first thing you must do is select either New or Open.
For information on selecting these options, see Section 5.3 Menu Bar and Section 5.4 Tool Bar.
The remainder of this chapter contains a general explanation of these options, as well as the delete
procedure. For information specific to a Metrics function, see the chapter in this guide devoted to
that function. For example, to find out about how to open an existing Formal PreAward Surveys
record, see the Formal PreAward Surveys chapter.

Note: Selecting Open alows you to display and edit a record that was previously stored,
whereas selecting New alows you to create a new record.

6.2 Inserting a New Record
To add (insert) a new record, click the Insert icon or select File: New. The system

prepares the screen for you to begin entering the requested information.

Insert
Icon
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6.3 Searching for an Existing Record

If you want to work with (view, edit or delete) an existing record, you must display that record.
To find and select the record you want to display (open):

@z 1. Click the Search icon or select File: Open. When you do this, a Search window,
’ similar to the sample shown in Figure 6-1, pops up on your monitor. (Note: Each
Search function has its own Search window tailored to its specific needs.)

Icon

Formal Preaward Search For OFficial Uze Only

search By:

" CAGE Code
OR
" Contractor Name

" Date of Request From:

To:

OKE | Cancel |

Figure 6-1 Sample Search Window

2. Select the type of information for the search by clicking on the circle in front of what
you want to search by. When selected, the circle is filled in.

3. Enter the information.
4. Click OK.

Note: In most cases, you must press Tab or Enter as asignal to your computer that the
information was entered; otherwise, the search will not work.
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After you enter the information you want to find and click OK, one of the following things will
happen.
No records will be found that match the information you entered. If this happens, a
message window similar to the one in Figure 6-2 pops up on your monitor. Click OK
to close the Message window. Y ou can then choose to search for arecord again

(Open), add arecord (New), go to another Metrics function or exit the Metrics
application.

Meszage

Mo data met pour zearch criteria

Figure 6-2 No Data Found Pop-Up Message

One or more records will be found that match the information you entered. If this
happens, a pop-up window like the one shown in Figure 6-3 opens displaying all of
the matching records.

Formal Preaward Search Resultz  For Dfficial Uze Only !

Search Results ...

PAS Senal # CAGE Code Requesting Activity | Date Requested ;l
1 [32206A46023AF 36354 BP0A00 11-0CT-1996 i
2 [32206A6H01 AP ] N ] 10-CT-1996
3 [333leAeM0lAP aREA00 214034 1900 T-1996
4 [33E06A6M02AF 31-0CT-1996
h [32206A601548F 40920| SF0a00 19-0CT-1996 =

Select a Record

Ok Cancel

Figure 6-3 Search Results Pop-Up Window

Note: You can close the Search pop-up window or the Search Results window at any time by

clicking the Cancel button. This returns the original screen from which you may choose another
option or exit the Metrics application.
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Click the record you want. (Depending on how many matching records are found, you may have
to use the scroll bar to view them all.) Information about the record you select is then displayed
on your monitor where you can then view or edit (with some restrictions) it.

Note: For some Metrics functions, the information you enter into a Search window always
identifies a unique record. There is no Search Results window for these functions. Instead, the
system automatically displays that single record on your monitor.

6.4 Deleting an Existing Record

If you want to delete an existing record, you must first display it using the Search procedure
(Section Figure 6-4). Once the record you want to delete is displayed:

1. Click the Delete icon or select Edit: Delete. A message (Figure 6-4) pops up
asking you to confirm your deletion request.

Delete
Icon Meszage
Are pou zure you want to delete thiz recard?
Ho
Figure 6-4 Delete Confirmation Window
2. Click Yes to delete. The system checks to see if any information you want to
delete is "undeletable.” If the record can be deleted, a message box informs you
that it was successfully deleted (Figure 6-5).
Metncs Message
Fecord succeszfully deleted.
Figure 6-5 Sample Delete Successful Message
3. If it cannot be deleted, a different message appears such as the one shown in
Figure 6-6.
Delete Failed =l
Somy, this Organization cannot be deleted.
There are uzers azsigned ba it
Figure 6-6 Sample Delete Unsuccessful Message
4. Click OK to close the message box.
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The Delete option may be grayed out ("unselectable") for one of the following reasons:
No record is displayed.

The record displayed is one your are entering, but have not yet saved. (In this case,
select Cancel to remove information.)

Y our user role does not permit delete capability.

If you are trying to delete a record, and receive a delete unsuccessful message, you have the
following options:

Delete al related (child) records, and then delete the main (parent) record. (See your
DBA.)

Change the information in the record to make it a "new" record.
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